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DATE
MICROFILMING PROPOSAL FOR EVALUATION
1 October 1973
T0: Agency Records Management Officer FROM:
702 Magazine Building : | | A
) 0/DDM&S
THRU: Directorate Records Management Officer _
FILE I1DENTIFICATION (Include Title, Description, and inclusive dates)
Communications Control Files (Index)
CUSTODIAN OF FILE EXTENS | ON OFFICE LOCATION OF FILE (Room and Building)
I | [ | 0/DDM&S 7D18 - Headquarters Bldg.
'S FILE ON RECORDS | SCHEDULE NO. ITEM NO. RETENTION PERIOD OF FILE
CONTROL SCHEDULE OFFICE SPACE RECORDS CENTER
X Jres | "o 14-71 9-¢ Permanent --
PRESENT VOLUME (cu. ft.). REFERENCES PER MONTH EST. ANNUAL GROWTH (cu. ft.) ANNUAL GROWTH
OFFI!CE SPACE RECORDS CENTER OFFICE SPACE REC CTR. INTERFILED
6 - 120 - 24 1inear inches X [ AcerTions To FiLe
FILE ARRANGEMENT (alpha, numeric, chrono, etc.) IF REARRANGEMENT OF FILE NECESSARY, DESCRIBE
source then numerical None
FILE USAGE
WHO HAS ACCESS TO FILES (clerks, analysts)| FILE SERVES HOW MANY WHERE ARE USERS LOCATED
clerks Immediate area. Request may
Administrative Asst. & 3 be by phone.
DESCRIPTION OF FILE MAKEUP
LETTER ¥ | carp MAPS - ADP TAB PAPER
LEGAL PLANS ENG. DRAWINGS OTHER (specify)
PAPER SIZE UNIFORM [ | VARIES MAX. SI1ZE 3 y & MIN SIZE 3 ¢ § )
PAPER STOCK UN1FORM VARIES Xl sonp TISSUE CARD PHOTOS OTHER (specify below)
PAPER COLOR UN L FORM VARIES K| wrrTe YELLOW BLUE GREEN OTHER (specify below)
FILE MAKEUP ORIGINAL CARBONS REPROS OTHER (specify below) X1 sioE 2 SIDES
FASTENERS PRONGS CLIPS STAPLES STITCH l I GLUE OTHER (specify below)
OTHER FACTORS WHICH MAY AFFECT MICROFILMING
No fasteners
EST % OF UNPRODUCTIVE MATERIAL | WHO WILL PURGE FILE BEFORE ADDITIONS TO FILE WILL BE FILMED INDEXING NEEDED
CURRENTLY IN THE FILE FILMING
QUARTERLY X ANNUALLY YES NO
0 - SEMI1 -ANNUAL OTHER
PURPOSE OF MICROFILMING
(1o retiues cost of Fum R TIME IN REPETITIVE DETERIORATING sEcumiTY OTHER
x space or equipment) PAPER COPIES OPERATIONS RECORDS X (Describe below)
INDICATE NATURE OF PURPOSE, IF ABOVE DESCRIPTION IS NOT ADEQUATE., (Also include proposed disposition of hard copy after
filming is completed.)
File is growing, it is permanent record, needed for reference for the disposition of
all mail coming to the Deputy Director. Hard copy will be destroyed after verification.
Need to change records control schedule to reflect microfilming and retained in
office. None has been sent to Records Center to date. ST
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